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Event/Conference Request Form


Event Request Form
Contact Details

	Event Contact Name: 
	      
	Today’s date
	     

	Organisation / Company:      

	Directorate (NPIA only):      

	Business Unit (NPIA Only):      

	Tel:      
	Fax:      

	E-mail:      


Event Details
The information provided here will be used to provide a cost estimate for your event.  To ensure that this is as accurate a possible please complete the form in as much detail as possible.

	Event Title:      

	Preferred date:      
(Please note: The Events Team will always try to accommodate your first choice)

	Alternative Dates
	     

	Length of Event:
	     

	Site Location:      

	Estimated number of delegates: 
	     

	Accommodation required? 
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	Number of bedrooms required:
	     
	Number of Nights 
	     

	Audience profile: 
     

	Pre-Event Requirements

	Invitation Letter
	 FORMCHECKBOX 

	Managing Delegate Bookings
	 FORMCHECKBOX 


	Joining Instructions
	 FORMCHECKBOX 

	Individual Delegate Invoicing
	 FORMCHECKBOX 


	Delegate Packs
	 FORMCHECKBOX 

	
	

	On-Site Requirements

	Registration
	 FORMCHECKBOX 

	Delegate Badges 
	 FORMCHECKBOX 

	Formal Dinner
	 FORMCHECKBOX 


	Event to be funded by:
	Event Owner
	 FORMCHECKBOX 

	Delegate Fees
	 FORMCHECKBOX 


	Room Requirements

	Main Meeting Room
	Please select a Layout style:
	theatre
	 FORMCHECKBOX 


	
	cabaret
	 FORMCHECKBOX 

	U shape
	 FORMCHECKBOX 


	
	classroom
	 FORMCHECKBOX 

	boardroom
	 FORMCHECKBOX 


	Break out rooms
	Number of rooms
	   
	Number of  delegates in each
	   

	
	Please select a Layout style:
	theatre
	 FORMCHECKBOX 


	
	cabaret
	 FORMCHECKBOX 

	U shape
	 FORMCHECKBOX 


	
	classroom
	 FORMCHECKBOX 

	boardroom
	 FORMCHECKBOX 


	Speaker Room:
	Yes
	 FORMCHECKBOX 


	Exhibition:
	Yes 
	 FORMCHECKBOX 

	Number of exhibitors:
	     

	Technical Requirements (AV, IT, Other)

	Main room: 

	Please list your requirements below

	     

	Breakout Rooms:

	Please list your requirements below

	     

	Please detail below any other requirements 
(including basic catering requirements)

	     


Please return this form to the NPIA Events Department at:

 events@npia.pnn.police.uk
or 

	Ryton

Leamington Road,

Ryton-on-Dunsmore

Coventry

CV8 3EN
Tel: 02476 639639

Fax: 02476 639172
	Bramshill

Hook,

Hampshire,

RG27 0JW

Tel: 01256 602100
Fax: 01256 602729
	Harperley Hall
Fir Tree,

Crook,

County Durham

DL15 8DS
Tel: 01388 744000

Fax: 01388 766883

	Email: events@npia.pnn.police.uk
	Web: www.npia.police.uk
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